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Tiffany D. Frazier
5730 Chestnut St.    Philadelphia, PA  19139    (267) 974 – 1812    tiffanyfrazier12@gmail.com 

Human Services Professional
An accredited individual totally committed to providing effective solutions.  Vast experiences responding to client needs in high-pressure environments and effective communicator that allows for a promising work environment.
key skills and abilities 
	Linux
Microsoft Word  
Excel                                                                                                          
Access                                                     

	Power Point 
Microsoft XP Installation
Windows 95, 98, 2000 – Present
                   
	Training & Development
Organizational Development



	
	
	


Professional Experience

elwyn s.e.e.d.s inc. — Philadelphia, PA


  Transition Service /Behavior Support Coordinator, 10/2013 to present 

     Key Responsibilities and Duties:     
	
· Work with families, team members, agency personnel and other service coordinators to initiate, coordinate, and facilitate smooth, positive transitions when families enter or leave the program
· Participate in ongoing trainings offered throughout the year, as applicable, related to the children's diagnoses and/or needs on their caseload
· Implement all current best practices and special education methodologies relative to Early Intervention services
· Oversee and monitor ongoing progress monitoring activities to ensure meaningful educational progress is maintained
· Ensure that transitions of children from the (0-3) program to Elwyn SEEDS and from Elwyn SEEDS to Philadelphia School District are completed according to PA state guidelines and time lines
· Follow Elwyn SEEDS program procedural guidelines in an accurate and timely manner
· Manage caseload with children on Autism spectrum 
· Monitor/Observe behaviors in and out the community 
· Uses therapeutic techniques to monitor and teach behavior strategies 
· Record data and prepare reports for team members as required

	Head Start Service Advocate/Support Staff , 10/2010 
	



Key Responsibilities and Duties:
· Primary point-of-contact for client intake process
· Manage and assist telephone Intake with clientele 
· Manage and optimize client process
· Process pupils through State mandated requirements 
· Work collaboratively with different community agencies  
· Maintains confidentiality of all Human Resources information
· Assists client in strategy development
· Demonstrate knowledge of each area of client resources
· Proactively find new ways to build the clientele comfort level to maximize all possible resources 
· Masters and maintains vast knowledge of clientele necessities  
· Handle administrative secretarial functions: filing, faxing, mailing, correspondences, reports, meetings, and copying  





Training Instructor, 10/2007 
Key Responsibilities and Duties:
· Provide appropriate training, instruction, and supervision to program clientele 
· Record consumers’ daily production for payroll purposes
· Assist in development and documentation of specific vocational goals 
· Delegate responsibilities and roles to fellow co-workers
· Daily record detailed documentation required by 2390 State Regulations 
· Advocate for individual’s with special needs
· Facilitate production flow and manage quality control on governmental  




empower me — Philadelphia, PA
Director/Mentor, 4/2009 to Present
Key Responsibilities and Duties:
· Ensure & maintain a positive and safe environment 
· Maintain an open communication to the organization’s board of directors
· Participate with youth in social and wellness activities in the community
· Organize and manage various projects  and programs that are implemented annually  
· Insure & maintain positive and ideal image to the public about the non-profit organization
· Approve & overseeing all fundraising activities 
· Utilize strategies to teach social and communication skills to allow program participants to succeed in the community
· Provide emotional support and guidance to youth and initiate positive group interaction
· Provide & delegate proper planning, strategies as well as implementation various regulations


Education

temple university — Philadelphia, PA
[bookmark: _GoBack]Candidate for Bachelor’s of Science (BS) in Education, 5/2020

CERTIFICATIONS

· Youth Work  Proficiency Certificate 
· Mental Health Certificate 
· First Aid Certificate  
· Safety-Care Behavioral Safety Trainer HCI 



References
Available Upon Request.
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